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Welcome to the BEACON SAP Organizational Management

Overview training.  The Organizational Management (OM) 

module is used to define and maintain org units, job classes, 

positions, and persons occupying positions.  It is based on a 

concept of creating and linking objects.  This in turn 

establishes relationships and inheritance of attributes.
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The course introduction is an opportunity to get to know the 

others who are attending class as well as to agree on 

classroom courtesy.  The instructor will inform you about 

the building facilities and when breaks will occur. 

Please make sure you receive the credit you deserve for 

attending class by signing the attendance sheet.
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This course is for those individuals working at state 

agencies and BEST Shared Services who have security 

authorization to display the organizational structure. 
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The BEACON HR/ Payroll training program comprises several 

courses and different modules.  Based on your HR role, you 

will attend courses in the Personnel Administration module.
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.
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The Organizational Management Overview Student Guide

provides a copy of the PowerPoint presentation used in the 

classroom training.  Observe that space is available for you 

to write notes.  You can use the guide as a reference when 

you return to the workplace.  For example, you can use the 

exercises for practicing in the SAP training environment.
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Simulations let you practice using SAP in a clearly defined 

and safe environment.  Each simulation has instructions to 

guide you through the task.  Simulations are available only for 

select transactions.
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This course is intended to give HR professionals an 

understanding of SAP’s Organizational Management 

module. This course will provide you with demonstration 

and practice for displaying the organizational and staff 

assignment structure.
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This course, as is true with all of the HR courses, is not 

designed for your specific division or agency procedures and 

policies.  The training does not include all of the scenarios 

you encounter in your current job role.  Instead, the courses 

in the Organizational Management curriculum are designed 

with two purposes in mind:

• To give you the basic knowledge and skills you need in 

order to perform your tasks in the SAP application as 

well as to perform any related business processes

• To demonstrate how you can further develop your skills 

by using the classroom materials, Work Instructions, 

Online Help and practice sessions to continue your 

SAP education after training is completed.

As you can see, you play an active role in your training 

development. The BEACON SAP HR/Payroll training is 

designed to ensure that you have the information you need in 

order to perform your duties and responsibilities.
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The Parking Lot will be used to record any concerns, 

expectations, and questions that cannot be answered during 

the class.  If needed, your instructors will follow up with 

answers to questions that could not be answered in class. 

When you think of a concern, ask the instructor.  If the 

instructor /navigator cannot answer the question, it will be 

forwarded to the BEACON Training office.  The Training 

Solutions Center will contact the subject matter experts to 

determine an answer and will notify the instructor of the 

answer. 

The instructor will share the answer if it is received before the 

end of class. If an expectation or concern cannot be addressed 

in class, the instructor will place it on a parking lot, research it, 

and provide the class with a response at a later date.
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This course is designed to provide you with general 

knowledge about Personnel Administration and how to 

display data. 
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Before we explain in more detail the purpose, attributes, and 

relationships of each OM object, it is important to review 

SAP’s foundation data structure for employee master data 

which is comprised of the Enterprise Structure, and the

Personnel Structure. This structure is displayed on the 

Organizational Assignment (0001) infotype.  The above slide 

shows the Organizational Assignment infotype for Patsy 

Alvarado, a sample employee.  Let’s take a look at each of 

the data fields within these two structures.

NOTE:  We will review the organizational structure in the 

next lesson.
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The Enterprise structure defines the legal structure of the 

State of North Carolina and is comprised of:

• Company Code

• Personnel Areas

• Personnel Sub-Areas

• Cost Center

• Business Area

• Fund 

• Functional Area
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A Company Code is an HR integration point with SAP 

financial accounting applications and is an integral part of an 

employee’s HR record through the connection with Personnel 

Administration. The Company Code represents the highest 

levels of the organizational structure.  The State of North 

Carolina uses two company codes: NC01 and NC02.  All 

agencies, except Transportation and Employment Security 

Commission, use NC01.

NC01 – State of North Carolina - NCAS

NC01 represents primary government agencies and 

component units which use NCAS (North Carolina Accounting 

System) as their main accounting system.  Until NCAS is 

replaced, payroll financial postings from company code NC01 

will be interfaced to NCAS. 

NC02 – State of North Carolina – DOT & ESC

NC02 represents any primary government agency or 

component unit that does not use NCAS as its primary 

accounting system, but is included in the HR/Payroll project for 

processing payroll transactions.  These agencies or 

component units have their own accounting system and chart 

of accounts, and require payroll entries to be interfaced to their 

accounting systems. 
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The Personnel Area is tied directly to the Company Code and 

is used by Payroll to identify the specific agency for whom the 

employee works.  A Company Code can include one or more 

Personnel Areas.  Personnel Area is important for selecting 

dates for reporting.  Personnel areas determine where wages 

and salaries are posted and from where they are paid.  Some 

examples are:

Company Code NC01

• 1401  State Controller

• 1601  Environmental and Natural Sciences

• Z101  State Personnel 

• 8701  School of Science and Math

Company Code NC02

• 1501  Transportation

• 4401  Employment Security Commission
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Subarea – Personnel Subarea

The Personnel Subarea further defines the Personnel Area.  

The Personnel Subarea is identified by a four alpha-numeric 

code and has been designed to identify various working 

schedules so that Time Management can define groups of 

specific time entry rules (for example, 7-day schedule; 24/7 

etc.)   Personnel subarea groups similar jobs to conform to 

time and attendance rules.  There are five key elements that 

determine an employee’s Personnel Subarea assignment:

• Calendar assignment

• Relationship to the state (regular vs. temp vs. elected 

vs. contractor)

• Quota accrual rules/requirements

• Work schedule rule (to restrict the available work 

schedules)

• Working period (which defines Overtime period)

See the Personnel Area and Subarea (PSA) Job Aid for 

detailed information concerning the relevant PSAs associated 

with each Personnel Area.  Job Aids are accessible online at 

the BEACON University website:

www.BEACON.nc.gov/training/index.html
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The Cost Center, Fund, and Functional Area fields default 

from the Organizational Unit and therefore are grayed out.  

There is only one Functional Area for the whole State.  There 

is only one default Cost Center and one default Fund per 

Agency.  Neither the Fund nor the Functional Area are 

associated with the position.

A Business Area is a unit within a company code used by 

Finance.  The Business Area is the lowest level at which a 

complete set of income statements and balance sheets can 

be processed.  The Business Area represents a separate 

area of operations or responsibilities within an organization.

In most cases, the Business Area represents an Agency.  The 

exceptions are:

• Justice (SBI)

• HHS (403-b)

• CCPS (Highway Patrol)
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The Personnel structure is comprised of:

 Employee Group

 Employee Subgroup

 Payroll Area
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In addition to identifying the employment status and the 

employee’s relationship to the State, the Employee Group

also establishes business rules for calculating leave and 

personnel calculation rules for managing employee pay.  This 

also provides for benefit eligibility determination in concert 

with further use in alternative reporting combinations.  The 

table below illustrates just a few examples of the State of 

North Carolina Employee Groups.

See the Employee Groups and Subgroups Job Aid for 

detailed information concerning the Employee Group field 

values.

A – SPA Employee (subject to State Personnel Act)

B – SPA Law Enforcement (subject to State Personnel 

Act)

K – EPA Employees (Exempt from State Personnel Act)

O – Supplemental Staff (temporaries, pick up firefighter,

National guard, contractor, etc.)
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The Employee Subgroup defines whether the employee is subject 

or not subject to the Fair Labor Standards Act (FLSA) overtime, and 

full-time/part-time status.  It is also used to determine other types of 

Personnel Calculation Rules specific to the combination of groups 

and sub-groups.  The employee subgroup for the Personnel 

Calculation Rule allows payroll to define different payroll procedures 

for different employee subgroups.  Some examples are:

• A1 FTN-FLSAOT Perm [Full Time Not (subject to) –

FLSA Overtime – Permanent]

• B1 FTS-FLSAOT Perm [Full time Subject (to) –

FLSA Overtime – Permanent]

• Y8 PTS-FLSAOT Trne [Part-time Subject (to) –

FLSA Overtime –Trainee]

The employee groups and subgroups are the same as those used in 

PMIS; however, they are organized very differently.  There are many 

combinations of Employee Groups and Subgroups in SAP.  If the 

incorrect Employee Group and Subgroup are entered, it impacts 

time, work against, dual employment, benefits, and pay.  As 

discussed in PA200, you can continue to see why accuracy is so 

critical when data is entered.

See the Employee Groups and Subgroups Job Aid for details 

concerning the various groups and subgroup combinations. 
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The Payroll Area is derived from a combination of 

personnel area, personnel subarea, employee group and 

employee subgroup.  The payroll area determines payroll 

cycle. 
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Payroll accounting is performed for each payroll area.

SAP uses payroll areas to group together employees from 

whom payroll is run at the same time, and also to set the dates 

for the payroll period.

All temporary positions are in the biweekly cycle!
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OM is a component within the HR Module that maintains a 

model of the State of North Carolina’s organizational structure. 

The OM module provides a clear picture of the organization at 

any point in time: past, present or future. This information allows 

an organization to be proactive in planning for future human 

resource needs.

• OM is used to set up organizational and reporting 

hierarchy.

• OM uses relationships to manage the display of data. 

• OM is used to construct and maintain an enterprise 

organizational chart.

• OM groups employees by function / business unit / 

geographical area.

• OM defines the cost distribution and salary for each 

position.

NOTE: OM actions/changes relate to PD118 actions in PMIS.
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Organizational Management is based on the concept that each 

element in an organization represents a stand-alone object with 

individual characteristics.  These objects are created and 

maintained separately, then linked together through 

relationships.
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The primary elements that comprise an organizational hierarchy 

are:

• Organizational Unit (org unit)

• Job

• Position

• Persons

• Cost Centers

Objects have:

• Attributes

• Relationships

You begin with the org unit.  Within the org unit, a position is 

created.  The position is linked to a job, and a person fills the 

position.
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The SAP code for an org unit is “O”.

An Organizational Unit (org unit) is the functional unit of the 

State of North Carolina (or any organization). 

An org unit can be the State of North Carolina, 

agencies/departments, divisions, sections, branches, work 

groups, or units throughout the organization. 

An org unit number is eight digits long and begins with a ―2‖.

Org units are linked together to represent the organization 

charts.

An unlimited number of org units can be created within an 

organizational plan.

Relationships between org units are identified to determine the 

hierarchy within the organizational structure.

Org units are defined by agency/department.

Org units are maintained by OM Administrator at BEST Shared 

Services.
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The SAP code for a Position is “S”.

The position number is assigned sequentially by SAP. 

Therefore there is no logic to the number assignment.

The position number is eight digits long and begins with a 

―6‖.
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The formal relationships between positions is used to build 

the Reporting Structure.
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A Position belongs to an Org Unit.

An Org Unit incorporates a Position.

Positions inherit attributes of a job and specific classifications 

of work duties are appended.
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Some positions are designated as Chief positions to 

indicate span of control.

An org unit is managed by one position (a chief).
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The SAP code for a job is “C”.

A Job is the foundation from which positions are created. 

A Job is a general classification of duties and attributes. 

Typical attributes are: function, Job Family, FLSA status 

and role.  One Job can be used to create many positions.  

A Job is identified by a unique number. 

When you hear the term class or classification you will 

immediately know that a job is being referenced.  Of 

course, the converse is also true—when you hear job, you 

will know it is a class.

A job number is eight digits long and begins with a ―3‖.
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A job is a class.

Jobs are general classifications of tasks routinely performed 

together and is the template from which positions are created.

A Position inherits attributes of a job.
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In the following example, there may be several different types of 

Office Assistant (OA) positions in the organization.  Each OA 

position has its own specific tasks and duties; however, some 

general information is common to all OA positions.  For example, 

the EEO, Job Group, Census Code, and some tasks are 

applicable to all OA positions.  That general information is 

created in the job and then used as a template to create the 

various OA positions.  The specific information pertinent to each 

OA position is then added at the position level.  

Job – Office Assistant

Positions:

• Human Resources Assistant

• Accounting Assistant

• Inventory Assistant
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Official Job

(Class) Title

Position (Working) Title

• Engineer 

(graded)

• Water Quality Engineer

• Air Quality Engineer

• Building Systems Engineer

• County Maintenance Engineer

• Elevator Engineer

• Environmental Engineer

• Forestry 

Technician 

(banded)

• County Ranger

• Nursery Technician

• District Ranger

An example of a Job (class) and its related positions is 

engineering.  There may be several different types of 

engineers in the organization.  Each engineer position has its 

own specific tasks and duties; however, some general 

information is common to all engineer positions.  That 

general information is created in the job and then used as a 

template to create the various engineer positions.  The 

specific information pertinent to each engineer position is 

then added at the position level. 

The relationship between jobs and positions is the same in 

both graded and banded jobs and positions.
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The SAP code for a person is “P”.

Persons represent employees and are the central object in 

the Personnel Administration module.  The object Person 

refers to the physical person who fills a given position.
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Persons hold (occupy) positions.
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Organizational Management is based on the concept that 

each element in an organization represents a stand-alone 

object with individual characteristics.  These objects are 

created and maintained separately, then linked together 

through relationships, such as those indicated above, to 

form a network which has the flexibility to handle human 

resources needs.

NOTE: The Qualifications object is currently not being 

used.
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In the first lesson, we reviewed the Enterprise and Personnel 

structures.  Now that we understand the purpose of each OM 

object, let us now review the Organizational structure that is 

displayed on the Organizational Assignment (0001) infotype of 

an employee’s master data record.  The above slide shows the 

Organizational Assignment infotype for Patsy Alvarado, a 

sample employee.  Let’s take a look at each of the data fields 

within these two structures.

NOTE: We will review the organizational structure in the next 

lesson.
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The Organizational Plan defines the hierarchical relationship 

between organizational management objects including org 

units, positions and jobs.

The staffing percentage indicates which percentage of an 

employee's time is to be spent in the position entered.  The 

Percentage will always be 100% and identifies that the 

employee is working 100% of what he or she was offered and 

accepted.  For example, if an employee accepted a full time 

position at $48,000, that employee’s percentage will be 100%.  

By the same token, if a position is going to be shared, with two 

employees each working 20 hours at $20,000, each of those 

employee’s percentage will also be 100% (because each 

employee is working 100% of what was offered and accepted, 

which is a 20 hour work week at $20k).

The Position displays the Position (working) title.

The Job key represents the Job (class) defined by OSP.

The Org Unit represents the agency/department to which the 

position is assigned.

The Org key is a randomly assigned system-generated 

number.
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In summary, this slide shows how an employee is related to 

SAP’s Foundation Structures.
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Map each of the following relationship phrases to the correct 

―to‖ and ―from‖ arrow:

• Manages

• Is assigned to

• May be designated as

• Describes

• Holds

NOTE: The lines are numbered to help the instructor 

determine if your responses are correct.
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The transaction PPOSE – Organization and Staffing Display is 

used to review org units and positions in an organization.  An 

organizational plan can be made with many object types, 

although these three basic object types are the building blocks:

• Org Units

• Positions

• Persons (Persons hold positions that are defined by 

jobs.)
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This transaction can be used to display the State’s 

organizational structure and all the elements included in the 

structure, including org units, positions, jobs and people.  You 

can also use this transaction to find a position number, which is 

required to complete personnel actions such as new hire.

You access Organizational & Staffing Display by one of the 

following methods:

• The Easy Access menu: Human Resources > 

Organizational Management > Organizational Plan > 

Organization and Staffing > PPOSE Display

• The shortcut T-code PPOSE

NOTE: T-code is an abbreviation for transaction code.
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NOTE: To display the transaction codes in the menu 

structure, select the Extras > Settings > Display 

technical names menu option.

1. Select the menu path or type PPOSE in the command line 

of the SAP Easy Access screen and then press Enter. 

2. In the Find by box, click on the nodes by ―Organizational 

Unit‖.  

3. Click on Structure Search.  This will display one or more 

org units in the bottom left box on the screen (depending 

on the org units with which you have authority to work). 

4. Click on the nodes to find the org unit you desire to view. 

State of North Carolina  Governor’s Cabinet & 

Agencies  State Controller  Office of the State 

Controller

5. Double-click the selected org unit to display a list of 

positions assigned to the org unit.  This structure will be 

displayed on the upper right side of the screen. 

6. Click on the Column Configuration        icon and then 

select additional information to be displayed for each 

position or holder.

7. Click on the nodes by any position title to view the 

employee assigned to the position.
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To hide or show the object manager, select the Settings

menu option.
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This transaction allows the user to display the existing 

organizational structure in a graphical view.

A - Search Area - The Search Area allows users to search 

for organizational information based on:

• Org Unit

• Position

• Job

• Person

B - Selection Area - The results of searches performed in 

the Search Area are displayed directly below the Selection 

Area.  You can modify the search results by sorting or 

filtering.  You can add and delete columns to easily find the 

object.  Once the user selects an item from the Selection 

Area, the results are displayed in the Overview and Details 

Area.
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C - Overview Area - The Overview Area lists the:

• Organizational Structure

• Code

• Key

• Relationship

• Chief position

• Valid from, Valid to

• Assigned to

• Assigned until

When the user selects items on the Overview Area, for example, 

selecting an org unit, the details for that selection display directly 

below the Overview Area in the Details Area.

D - Details Area - The Details Area lists the:

• Basic Data

• Account Assignment

• Cost Distribution

• Plan quota

The Details Area displays more information about the object 

selected in the Overview Area. The name of the tab changes 

depending on the object type highlighted in the Overview Area.
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1. Type PPOSE in the Command field on the Easy Access screen and 

click or press Enter.

2. At the Organization and Staffing Display, select the Organization 

Unit node.

3. Select Structure Search in the Search Area.

4. Click the node for the State of North Carolina in the Selection Area.

5. Click the node for the Governor’s Cabinet & Agencies.

6. Click the node for the State Controller.

7. Double-click the Office of the State Controller.

Questions:

a) What is the org unit number of the State Controller?

b) How many org units report directly to the Office of the State 

Controller’s org unit?

c) How many positions report directly to the Office of the State 

Controller ?

d) What is the title of the position that manages the Office of the 

State Controller org unit?  How do you know?

e) If you want to see the org units that report to the Commerce org 

unit, how would you do that?

8. Ensure that you have selected the top line.  Use the Collapse icon

in the Overview section to close all of the org units.

9. Ensure that you have selected the top line.  Use the Collapse icon

in the Selection section to collapse all of the org units.
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In a moment your instructor will demonstrate how to display 

the details for an org unit.  Please refer to the next three 

pages of your student guide and follow along while your 

instructor demonstrates and explains each tab.
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The object type for an org unit is ―O‖.

The numeric object ID for an org unit will begin with the number 2.

The twelve-digit code, also referred to as the abbreviation, short-

text, or number, is logically assigned by the agency.  The first two 

digits identify the agency in PMIS.

The forty-character description for the org unit is ―smart coded‖ to 

facilitate your data searching and reporting.  The description will 

start with the description of its superior (parent) org unit.  For 

example, the Statewide Accounting Division of the State 

Controller’s Office org unit description is OSC STWD ACCT.  This

description includes the description of its parent org by using 

―OSC‖ to denote State Controller’s Office. The BEACON project 

org unit description is OSC STWD ACCT Risk Mitigation.  This 

description includes the two superior org units in its description by 

using ―OSC STWD ACCT‖ to denote both the State Controller’s 

Office and the Statewide Accounting Division org units.

Numbering Conventions

Org Units: 20000000 to 29999999

Positions: 60000000 to 69999999

Jobs:          30000000 to 39999999 

NOTE: Jobs are not displayed in the org structure on PPOSE.



Notes

V3_071408

OM200 - Organizational Management Overview

Page 62

Characteristics for each org unit are stored on tabs in the 

Details section of the Organization and Staffing Display

screen.  Some characteristics of org units are inherited by 

subordinate org units and positions if they have not been 

maintained.  BEACON SAP is using these tabs to define org 

units:

• Basic data

• Account assignment

• Work schedule

The remaining tabs are not used.
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The Basic data tab provides org units with a unique identity. 

In the two Org Unit fields, the short and long description for 

the org unit are displayed.  These descriptions are displayed 

in the organizational structure.  The Department indicator is 

checked for all org units to enable payroll accounting.  The 

employees that hold positions are also displayed in the 

Holder table.
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The Account assignment tab specifies the controlling area, 

master cost center, company code, business area, personnel 

area and personnel subarea for an org unit.  The data is also 

used as default values in Personnel Administration.

Data is inherited by subordinate positions and org units, as long 

as they have no direct assignment of their own. Inheritance 

occurs as follows:

• Account assignment features are inherited by subordinate 

org units and positions if they have not been maintained.

• If account assignment features have been specified for a 

superior org unit, these are overwritten by entries on the 

Account Assignment tab page for a subordinate org unit.
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The Work schedule tab assigns 40 hours as the default 

general working time for the unit itself and for all objects 

under it in the organizational structure.  The general working 

time is assigned to all subordinate org units, positions or 

employee groups if they have no individual working time 

assignment.  Individual working time assignments of 

subordinate objects override the work schedules they inherit 

from superior org units.  If all positions assigned to an org 

unit have a different work schedule, then you can change 

the org unit’s work schedule and all positions will then inherit 

the value.
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Find and select the appropriate org unit.

Questions:

1. Who are the holders of the State Management Analyst 

positions?

2. In addition to looking in the Overview section, what 

other section displays holder information and how is it 

displayed?

3. What position does Ruth Parker hold?

4. Identify the holders of the other State Management 

Analyst positions.

5. How would you find the work schedule for the org unit?  

What are the work schedule hours?

*  Ensure the top line is selected.  Use the Collapse icon in 

the Overview section to close all of the org units.

*  Ensure the top line is selected.  Use the Collapse icon in 

the Selection section to close all of the org units.
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In a moment your instructor will demonstrate how to display 

the details for a position and a person.  Please refer to the 

next ten pages of your student guide and follow along while 

your instructor demonstrates and explains each tab.
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Position conventions

The object type for a position is ―S‖.

The object ID number begins with the number six (6).

Position details

Characteristics for each position are stored on tabs in the 

Details section of the Organization and Staffing Display

screen. Some characteristics of positions are inherited from 

org units and jobs.  BEACON SAP is using these tabs to 

define positions:

• Basic data

• Cost Distribution

• Address

• Work schedule

• If applicable, ―Comp‖ tabs when the position is eligible 

for compensation for overtime, holiday, shift differential, 

on-call pay, etc.

• Ref Position Number

• SOC/Retirement Code

• Position Type
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The Basic data tab contains the position name, job 

information, chief position indicator (to signify if the position 

is the head of the org unit), and vacancy information.
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The Account Assignment tab identifies the Personnel 

Area and Personnel Subarea and also identifies cost 

objects associated with the org unit.
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The Cost Distribution tab shows how the position costing is 

set up to be distributed.  This is where you look to see if a 

position is split funded, denoted by two rows in the table, as 

shown in the following graphic.
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The Work schedule tab identifies the Employee Group and 

Employee Subgroup and the work schedule for the 

selected position.
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Knowledge check:

Why is the reference position number field blank?
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The data displayed on the SOC/Retirement Code tab is 

inherited from the job. The SOC code is used for EEO 

reporting by OSP.  For graded positions, SAP will 

automatically assign the number.  For banded positions, 

you will be prompted to select the number. 
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Use the steps you learned in the previous exercises and find the 

appropriate org unit.  Answer the following questions.

Questions:

1. Is the OSC Risk Mitigation Manager position a newly 

created position?  How do you know?

2. What is the funding source for this position?

3. Who occupies this position?

4. How is the position work schedule assigned?  How do you 

know this information?  Could it have been different on this 

position from the default?  If yes, why?

5. What should the staffing status indicate? Where did you 

find this information?

6. What Personnel Area is assigned to the OSC STWD ACCT 

Risk Mitigation org unit?  How did you find this information?

7. Look at the State Management Analyst position 60090519.  

Why does this position have a work schedule if it is vacant?
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Person conventions

The object type for a person (employee) is ―P‖.

The object ID number is generated by the Retirement 

System. 

Position details

Characteristics for each person are displayed on the Basic 

data tab.  This tab shows the job assigned to the position 

which is held by the employee.
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Click the Print button on the Overview Area’s toolbar to see a 

print preview of the structure that you have selected.
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Match the following terms to the definitions listed in this 

slide.

1. Chief Position 

2. Company Code

3. Enterprise Structure

4. Job

5. Org unit

6. Organizational Structure

7. Person or Holder

8. Personnel Area

9. Personnel Structure

10. Position
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NOTE: Org units are not currently captured in PMIS.
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Job Processing

The Office of State Personnel is generally responsible for 

establishing, revising and maintaining the Classification 

Plan.  For each class established by the State Personnel 

commission, a class standard is prepared.  Standards may 

be written in several forms.  The most frequently used are 

specifications and benchmarks.  In SAP these 

classifications are referred to as ―Jobs‖.

Jobs are used to describe the duties and responsibilities of 

positions and serve as descriptions that apply to several 

positions with similar tasks or characteristics.  When a new 

position is created, it can be related to a job that already 

exists in the SAP system.  The position will then 

automatically inherit the characteristics of the job.  This 

relationship will make it easier to create positions that are 

similar or the same, as it will not be necessary to assign 

characteristics to each individual position.
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1. An agency HR professional initiates a request for a 

new position (Fund and establish position are 

combined).  

• Position number is created.

• Job class, title, grade, and org unit are provided.

2. The request is routed to Agency Salary Control 

Officer, who enters the cost distribution and position 

salary. The Salary Control Officer then approves or 

rejects the action.

3. The request is routed to OSBM for approval.

4. The request is routed for all required HR approvals.

5. Upon final approval, the action is active in the SAP 

system.

6. A record of the action is provided to the Salary 

Control System for necessary updates and reporting.
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SUMMARY OF BUSINESS RULES

Users can generate reports in SAP based on their SAP user 

profile and SAP (security) authorizations also referred to as 

HR security roles or process roles.  Some data is protected 

from view by authorizations, such as salary data, meaning 

that only users who are allowed to see that specific data will 

be able to access it.

You will have the opportunity to learn more about navigating 

in BI by completing the BI Reporting, BC120, online course.
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This slide lists the standard SAP reports for jobs.

Refer to the OM Reports available in SAP ERP job aid for 

more information about each report.
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This slide lists the standard SAP reports for positions.

Refer to the OM Reports available in SAP ERP job aid for 

more information about each report.
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This slide lists the general standard SAP reports.

Refer to the OM Reports available in SAP ERP job aid for 

more information about each report.
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Demonstration #4.1: Execute the Job Index report

Menu path:

Human Resources > Organizational Mgmt > Info System > 

Job > S_AHR_61016498 Job Index

Follow along as your instructor runs the S_AHR_61016498 

– Job Index report to identify all positions attached to a 

particular job.  Your instructor will also demonstrate how 

you can export the report to Microsoft Excel using the List 

> Export > Spreadsheet menu option.
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In addition to the standard SAP reports, custom reports will 

be accessible using the BI reporting tool. 

Refer to the OM Reports available in BI job aid for more 

information about each planned report.
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You will learn how to use the BI reporting tool in the 

Reporting Overview and Navigation, BC120, course. 

Refer to the OM Reports available in BI job aid for more 

information about each report.
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Level 1 Evaluations

The Level 1 evaluation classes is accessed as shown 

above (Learner Home Page > Learn > Learning Activity 

Evaluations).

Ask your instructor if you have any difficulty accessing the 

course evaluation.

OM200 - Organizational Management Overview
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Continue to monitor updates on the BEACON University 

website for information regarding any future training that 

you are scheduled to attend.

Keep your training materials close by as a ready 

reference.

Want to practice what you have learned from your 

desk?

• Follow the link provided above to access the 

training client on the BEACON website. The 

training client is number 899.  Your current NCID 

user name and password are used to access the 

practice environment.

Need transactional assistance after go live? 

• Remember to access BEACON help when you 

need assistance in completing transactions. As 

stated above, the work instructions can be 

accessed either on line or by clicking on BEACON 

help from within an SAP transaction.

OM200 - Organizational Management Overview
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Answers

1. A person occupies (holds) a position.

2. A job defines a position.

3. A position may be designated as chief.  In other words, a 

chief is also a position.

4. A positions is assigned to an org unit

5. A chief manages an org unit
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